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Guidelines for developing an official document system to increase work efficiency

within the Thailand Cultural Center
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Abstract

The objectives of this research are: 1. To study the problems of the official documents system
within the Thailand Cultural Center. 2. To study the guidelines for developing the official documents
system within the Thailand Cultural Center. This study used a qualitative study method. By in-depth
interview The people who assisted in providing information for this interview include: Group of
executives and workers within the Thailand Cultural Center

The results of the study found that Problems with the official document system within the
Thailand Cultural Center include 1) administrators have little time to read and review official documents,
2) waiting for hierarchical superiors to come back and sign official documents, 3) excessive use of
resources. Required 4) Using language in official documents 5) There are many steps in navigating the
official document system 6) Electronic document system It is only a system used for numbering books. 7)
Electronic correspondence system that changes every year. 8) Lack of knowledge of personnel regarding
the regulations of the Office of the Prime Minister regarding correspondence work. 9) Document
switching. Guidelines for developing the official document system within the Thailand Cultural Center
include: 1) Study and learn about the regulations of the Office of the Prime Minister regarding secretarial
work. 2) Develop a full electronic secretarial system.

This research provides insights that can be used as guidelines for developing government
documents systems to increase work efficiency. By providing knowledge and developing personnel within
the agency regarding the regulations of the Office of the Prime Minister regarding secretarial work.
Provide knowledge in the use of language in official documents and government agencies. A full
electronic correspondence system should be developed.

Keywords: Official documents, Work efficiency, Development
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